Information requests and other client admin letters – letter of representations
Insert firm's name and address 

Dear insert client name
We confirm that the following representations are made on the basis of enquiries of management or staff with relevant knowledge or experience, and where appropriate inspection of relevant documentation, sufficient to satisfy ourselves that we can properly make each of the following representations to you.

In connection with your assignment for the period ending insert period end, I make the following representations to you. 
1. I acknowledge as director/owner (delete as applicable) my responsibility for the accounts, which you have prepared.

2. I confirm that all the accounting records have been made available to you for the purpose of your review and all the transactions undertaken by the business have been properly reflected and recorded in the accounting records.

3. I confirm that there have been no changes in the accounting policies other than those disclosed in the accounts. In my opinion, the accounting policies are appropriate to the business and conform with generally accepted accounting principles. I confirm that all transactions and balances have been accounted for in accordance with these accounting policies.

4. I confirm that I/the company (delete as applicable) own all the assets included in the balance sheet, unless otherwise stated in the accounts.

5. I confirm that depreciation has been provided on all fixed assets with a limited economic life in accordance with the stated accounting policy. In my opinion, the rates of depreciation are reasonable.

6. I confirm that all liabilities recorded in the balance sheet are properly those of the business.

7. I confirm the specific representations made to you during the course of the accounts preparation, relating to include here any items identified on the file 

8. I confirm that there are no contingent liabilities other than those disclosed in the accounts.

9. I confirm that there has been no event since the balance sheet date which requires disclosing or which would materially affect the amounts in the accounts, other than those already disclosed or included in the accounts.

10. I confirm that the business has not contracted for, nor authorised any capital expenditure other than as disclosed in the accounts.

11. I confirm that all director and related party disclosures in the accounts are correct and I have disclosed these transactions to you (delete as applicable).

12. I confirm that in my opinion the business is a going concern.

13. I confirm that there are no laws or regulations (other than those discussed) that are central to the business’s ability to conduct its business.

Yours sincerely

   insert client name
   On behalf of insert business name
   Director/Proprietor (delete as applicable)
   Dated: 

